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SULJLCTs  Momthly Remort of Onerations for the reriod emding 31 January 1953
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Ao Peraommel On Duty Vacancies In frocess

—_

Office of Chief
Reds, “gt, Sectilom
Reds, Center Section
Mail Control Section

1. Yo, on leave three days or more:
kecords Mgt, Goctiom -
Hall Control Sectiem -
hecords Center .'e¢c, =

lio, on speclal detaill out of eoffice__5 ., How long:
Records Mgt. Section - 1 Full month
Heeords Center Sectione 2 Full month
2211 (ontrel Section~ 2 Full month

Jheres Four men in the Far Last for microphotographie work,
One mar in Trrpsportation Division as full time courier,

No. nending recigmatiom, trrnsfer and/or reassifnments
Records Manngement Section-
Kecords Center -1
Hail Control -

Snecific cazes on itom 4 not o pravicus resorts, _None

New tomlicants Intorvieucd  Tuo . Reerulied %y “sraonmel MNone
decruited by thds offlce _wo
A et TS -
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B, Administratiom and “roblemss  Securiy v

Frat oy

Conirol Ceetion: A proposed revised couriler receipt was

itted for comsideration, The proposed recci-t s similar
to the one useC 1y the State Departmenmt and, it is believed,
offewps several dvantages ever the present form,

007 finpvices has forw rded to us 150C posiers depicting the correct
manner of sddressing intra-ageney mail, ‘he posters are bein;
placed in all offices in wiich wail io being addressed. The
supervisor and assistant supervicor of the Mail Control Section
are making tlie distribution and nt the sume time checking on the
service being given and discussing amy nroblems brought to their
attention,

Siree the addition of the Alcott Hall stop to the Prilef case
schedule, & have been unable to make eight dally trins, Acw
cordingly, the schedule has been reduced to seven trips dally,

Records Center: The supplemental distribution activity is mew
opernting on a current basis, All routine recuests are filled
within 8 vorking hours of receipt, The costly and time consuning
practice of referring worn multilith mats to the Printing and
Reproduction Division for the preparation of a limited mmber of
conies of "out of stock® information reports was discontinued
this menth and was made possible by the delivery of the "cepy fix'
squirment which was ordered last ‘ugust,

Mierofilming was comnleted on the OCD/GR Source Comtrol cards (IB19)
file, There were 16,22/ imiges filmed,

Records /anagement Section: Mr, Kraustoff, an archivist with the National
Archives, has been cleared by this Agency and will serve 18 & consultant
on records matters. i, Krauskeff met with owr Records liapagement Staff
Por indocirination and discussion of several current records' problems.

The 0CD 1ibrary has notified the Records Center that an-roximately

350 cubic feet of material being stored for the libriry, can now be
destroved, This material uas microfilmed before being sent to storage,
An examination of the material in questiom revealed that it 1s records
material and therefore, can be destroyed omly umon approval by congress.
An estimste indicates the cost of microfilming the naterial would pay
for storage in a Records Center for at least 50 years, These findings
have been renorted to the library with a request that they give con-
sideration to the excessive cost of nicrofilming records whem nermanent
retention is not required,

A Tersornel Director Memorandum was issued in which the scope and

adninistration of the Vital MVaterial for that office 1s outlined,

The %ﬁﬂ attached schedule showing the title of records to

b& sl tbd and the disposal intervals, This type of memo and

is Jpohedule 1s being proposed for issuance by all offices, The schedule
will serve as & gulde for necess vy "follow-ups® when deposits are not
nade on time,
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A lecords ranigement survey report of the PASO was completed,
Cur nnlysts are assisting in installing and training the P&0
office nersomnel to opcr¥h under the recommended systems, The
recoriwendations 4nm this ropeet nrovide for a record muintenance
and disnosition progru: hui oae mnot touch on records creation,
which concerns the forma, renoris amd lasunces prepared or used

by an office,

Irojecs Ststus Reports Records Memmpement New Project Report
attached as A-pendix A,

Workload Statisticas: Attached s Anpendix B,
Tork Imorovement Program: Memthly status report attached as appendix C,
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MONTHLY REPORT - HAI CONTROL SECTION

January 1953
THIS MONTH TO DATE®
l. Incoming Mails
(a) Delivery by Post Office 18,526 139,051
(b) Picked up from Post Office by Courier 2,77k 16,610
(c)p Picked up from City by courier 5,561 25,898
(4) Iettors: Reviewed Ly kot ko, 305
Recorded 130 3,22L
(e) Undeliverable (held in Mail Roam) 26 2Ll
o Qutgoing Mails
ed up by Post Office 10,523 81,206
(b) Depesited in Post Office by couriers 7,547 106,949
(¢} City deliveries 7,459 40,663
(4) Penalty indicia used
(1) c1a 1,951 16,359
(2) FBIS 5,370 38,352
(3) sSU 3 22
(e} Postage expended $3,163.96 23,280.67
2s Courier Jetvige .
{2; Scheduled Trips 950 6,1L9L3%
{b) &pecial Trips - within agency 157" 553
{1) Delivered by foot 3 363
{2) BDelivered by vehicle bi 190
{e} Other Agencies s - 609
{d}) Trips outside area 5 28
. {1} Total time 57 nrs 30 Min. 213 hrs.25 Mim:
is b‘ile:. &etim,tp
{ay ¢ ‘rmg courier receipis 21 - 289
{1) Total time 7 hos 45 hrs. 30 min
{b) Reguest for Administrative riles 10 hLYS
{(3) Hequests filled ¢ 105
(2) Requests unfilled 3 39

Se Hegpultmenis:

25X1
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, Appendix B
Security Informatior ‘
MONTHLY 1 (RT-DISTRIBUTION
January 1953 a
» TEIS MONTH TO_p&
ANIZLLIGENCE & INIGUATION REPORTS ; 1952 1953
3, Reuest for Supplememtal Distribution 304 3 1925
be Intelligence Reports:
“sceived (Cories 5076) 2115 15 6652
Listributed (Conles 2260) 304 1342 5501
Heturned (Conles 879) 207 182 3469
¢, Information Reports
Iscelvad {Cordes 3921) — 3921 13486
Distributed (Conies 3883) M2 2983 8944,
ADHINISTRATIVE ISSUANCES
2, e uest for Supplemental Distribution —— bl 360
b, Hepilntions
{1) Initis] Distribution
(Conies 647) — 1 - 34
1?Y  Supplementsl Listribution
{Cornies 368) — 23 3738
¢, Notices
(1) Initial Distribution
(Conies 26182) — 15 114
(¥} Supplemental Listribution
(Conies 208) — 83 1489
i, Other _
(1) Initial Distrilution (Copies 1516) — 2 10
() Supnlemental Distributiom
(Comies 98) e 4 374
#* The totala in the "T0 DATE" column will revert to O at the end of
euch Tiseal year and, starting with July 1952, will always reflect
curuiative totals for the fiscal year of the revort,
%%

The July through September total of information reports received
is included in the total of Inteiligence Reports received,
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VONTHLY EPMICORIS CENTER
JANUARY 1953

THIS MUNTR TO DATE®

Records Ctorare (111 figures in

. cubic feet)

(2) Received 3R.2 72,2
{b) Destroyed 4 36
(ci Ltorage Snoce:  (Total) 6400 m—
Records 2592 ——
Dast, Material 3167 wwe——
Committed 641  —
Avnilable 0 —

2. ILiecords Reference

{a) OService Re uests 137 788
{b) Itenz on lie uests 46 - 6559

3. Inter-igency lelerence Service

{a) Hequests A 1!,A

* The totals ir the "To Date’ columm wil? revert to O et the emd
of goeh flac 1 yoar »nd afler Jume 1047, 311 alirve refleel the
cmulative tol-ls for the fiseal veqr of the report,

CONFIDERM 154
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